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£h Mareh 1985

SUBJECT Friosiples and 7 ferdaining to the
Offiee of the s&-@%

amo from DCY, subje Administretion of the
Clandeetine ﬁmw, dated 3 Felwuary 1955

1. In order for the FEA-IT/E to effectively direct his staff in
Ww the specinl responsitilities for Clandsstiue Sorvices sup-
port r refovente momorandun, it is essential that mutually agreed
wpan sdniristrative prine y and presedurss be establiehad for handling
porscnnel natters such as leave, Time and ittendance Reports, Fitness
Reporis, ato,, pertaining to the personnsl desigrated to represent yowr
effices un this Staff. Aeserdingly, the following is set ferth.

2. A1l Persomnel Actien Requests (Form SP-52) w211 be coordinated
with the 852-I0/S for Mis reviev and commant or goncurrence prior t0 sube
mission to the 0ffice of Personnel.

3. Ceplez of the Notifioation of Fersemnal ietion (Form SPe§Q) pre-
pared by the Office of Ferscmel to effect the wetions referred to in
e Smpritis Jiion hes, van w11 kser e st Lt o e
spproprists ¢ ) . a0 ) -1 r -
Sying the SSA-UD/8, hd

Lesvn

ks Isave will bo scheduled by the 53a-ID/S after coordination with
sad ceneurrence of the Offise head concernsd. TFollowing ihis coopdination,
Requast for Laave (Fore SF-71) will be submitted by the individual cep~
mse%qmuatmm-wls:wnwwmr&w:m
The SSA-ID/8 will arrenge Jointly with the sppropriste Offise head for
paration of Form EVeT1, s
Jas iecieoinece tesast
5' The SSA-DN/F will be respensible for preparstien of Time and itten-
mmwﬁr#%uwmmt The cempleted
Time and Attendance Heports e delivered to the respuctive C£fice hedds

Approved For Release 2001/03/30 : CIA-RDP68-00140R000100430010-3




S Approved For Release 2001/03/30 : CIA-RDP68-00140R000100430010-3

, sheir representstive wiite on the staff of the SSA-ID/B. The Office
gﬁ&ﬁﬂ sssune respenaitlity for delivery of pay ehecks to thelr
repressututives on the staff of the 58A«ID/S.

mamwﬁna«mhﬁthmsﬁs-zm/summ
tion OF Yitnesr Reports.

mﬁm»mmuunmmmemu
e

25X1A ﬁhs?;t teldca recone] Tnforsation Cards (Form 37=£) en the above
persommel
25X1A ‘ .,
Duputy Direstor
(Swpport)
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5 ROUTING AND RECORD SHEET

INSTRUCTIONS: Officer designations should be used in the “TO'' column, Under each comment a line should be drawn across shest
and each comment numbered to correspond with the number in the “TO" column. Each officer should initial (check mark insufficient)
before further routing. This Routing and Record Sheet should be returned to Registry.
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